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1. The sttached stuly is the result of & combined effort of e S
the Management Staff, the Office of Personnel, s the Machine Recorlls .
Division. Each of the recurring persomnel reports wes exemined Yo
determine validity of requests, reduce froguencles end to foster
mltiple use of ¢opiles. ‘ L

2., Besulting from this study the mmber of personnel r rba
has been deeressed from 190 to 119, or a decreass of 37.5 per vent.
Mis reduction in reports, together with reductionetions in fiequency of
renaining reports, represents & savings of 1,628 man<hours per annum
of Machine Records Division time. To these savings can be added
persounel time in dieseninstion, revievs by recipients, logging, con~
trolling and filing time plus the cost of filing eguipment.

3. Please note parvagraphs 5, 7, aod 9 to which X've directed
Gordon Stewarts sttention partlieularly.

h. %ho ecoperation received by the Menagement Staff in the
conduct of this stuly and the mutusl desire on the part of all
persons conecorned is noteworthy.

5, Theve mre currently 66 emplo,ees on Quty in the Machine
Records Division producing the following recurring reporte:

her Per coub
Office of Personnel 190 | Egé‘f
Oftiee of the Comptroller 250 5

orfice of logistics 67 m»g
Special Projects ‘ s
W e

Due to the variances in complexity of veports the pergentege
relationship of mumber of reports camnot be applied directly to tha
on-duty strength. ‘

6. A similar effort with regard to the reports prepared Ly the
Machine Recoxrds Division for the Comptroller will begin shortly.
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